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 1 All 
completion 
certificates 
are created 
in 
Microsoft 
Word. 

Open your copy 
of Microsoft 
Word.  Orient 
your certificate 
in either Portrait 
or Landscape 
mode.  Either 
will work. 

No Screenshot 

 

 2 Type in the 
certificate 
wording.  
We 
recommend 
you only 
use 2 fonts 
per 
certificate.  
Use one 
font for the 
certificate 
wording, 
the other 
font for the 
variables. 

When typing in 
your certificate 
wording, make 
certain to follow 
all the 
conventions for 
your variables.  
See the 
information on 
the right. 
The USERNAME 
in the LMS is the 
employee EIN.  
Using this 
variable will only 
confuse the 
student and look 
weird on a 
certificate.  Use 
the USER 
variable 
whenever 
possible to 
identify the 
student. 

 
 



End of SOP. 

 

 3 Shown on 
the right is 
a sample 
completion 
certificate. 

Shown on the 
right is a sample 
completed 
Certificate of 
Completion 
usable in the 
TraCorp LMS.  
Notice the text 
between the 
brackets is 
capitalized.  
When this file is 
saved for use in 
the LMS, save 
this file as a .RTF 
format or Rich 
Text Format. 

 
 

 4 Save the 

file as a 

.RTF 

format. 

On the right is 
an example of 
the file format 
using the .rtf 
format in Word.  
The .rft format is 
what the LMS is 
looking for when 
you upload the 
certificate to the 
specific content. 

 

 

 5 Load your 
certificate 
to your 
course into 
the TraCorp 
LMS. 

Locate your 
course in the 
Content tab.  
Double click on 
the course to 
open the Edit 
Content dialog 
box.  Select the 
Files tab.  A 
sample Files tab 
is displayed in 
the graphic on 
the right. 

 
Use the Upload New Certificat File and selec the certficate in your file 

location. 

Click the Save button at the bottom of the dialog box when you’ve 

completed the upload procedure to the content. 


